16, 


17, 


1s. 


19. 


20. 


SECTION C — (3 x 10 = 30 marks) 


Answer any THREE questions. 


letters. : 
alanis saggi ACau uasna SerTsA OS: 


Explain the various components of a business 
letter, 
amis syair LOGUN unsin TiS. 


Is the customer always right? Discuss this with 
reference to complaints and their adjustments. 
matGourt eriGungib sunaa? emt Lomb 
auhi sf Gailige ups SOY müs. 


Enumerate the various parts of a report a long 
with the contents in detailed manner. 
eG aibleenauSler 2 Gro ESOS 
aspen AiG. 


itty WAG 


Describe the uses and limitations of video 
conferencing. 

ig Gut srarQuycrAmAm ge uisa wyb 
GDPENET Kah. 
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FAFA13B/CAFA13B — BUSINESS 
COMMUNICATION 


Maximum : 75 marks 


Time : Three hours 
SECTION A— (10 x 2= 20 marks) 
Answer ALL questions. 


1. What is business communication? 
amis ssw Gsm amri crater? 


2. Write notes on 'Notice". 
‘ains Ag GAH we 


3. What are postscripts? 
Der ghù UNDA? 


Sr 
Sa 


4. Give some prefixes and courtesy littles. 
qiam WOD wurms Hiris SOT 
UWE- 


5. What are trade enquiries? 
Alununy AanmraiT winenes? 


6. How will you execute an order? 
QU goan Greueup! AewauGsgHioumus ? 


7. Define Reports" 
‘Meas Ue TUg)- 
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10. 


11. 


What do you mean by Index"? 
‘Sui’ usps Holt syhlaigy errar? 


What is E-mail? 
Herenga eretrpmed eritar? 


What are websites? 
Qaam soist crore erara? 


(a) 


(b) 


(a) 


(b) 


SECTION B — (6 x 5 = 25 marks) 


Answer ALL questions. 
Is communication essential to business? 
Aurum SSS sad) Qsmiy 
opsélwio rarer ? 
Or 


Distinguish between formal and informal 
communication, 


CD) DUT EST Lop my PODET 
sTLiddarer Gumi uT@sener sp. 


Bead 


List out the qualities of a good business 
letter. 


eG pow umng sysssier seronwsenar 
učgud A. 


Or 


Discuss briefly the structure of a business. 


PG awis syaa sen0liGenen SONE 
Ame. i 
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13. 


14. 


(a) 


(b) 


(a) 


(b) 


(a) 


(b) 


Draft a letter to a bank seeking, Educat% 
Loan. Sonal 


Soe ser Gadmg p0 aiig ly sib 


aes. 
Or 


Discuss briefly the- various stages i 
; n 


collection. 

sar  Qsrmwa ag@dlssSer — UR 

Hlonwsaner HEETE SITUS. Sug 

Discuss the various steps involved i 
n 


preparing a report., 

ORMEL] Sumas id Gums! ghu 

LAGA ulmas ieee gus 
Or 

Explain about the form of market report. 

Shag afamsuvler umasa UDA Herd ces, 


Define E-Commerce. Explain its use 


communication. Sa 


Wer cuenflab cueywm. ssued Ggsnirg.. 
ASDO WUWersonar ee: f ‘He 


Or 


What are the uses of Internet in the fielq of 
communication? 


asad Asmi Qonerusesgien weirs, 
umma? 
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